Business Services Online Tutorial

How to use Internet Representative Payee (1623)

Introduction

Internet Representative Payee (1623) allows participating organizational Representative Payees
the ability to complete the annual accounting SSA Form 623 online.

Step 1: To access Internet Representative Payee online service, point your browser to the
Business services Online Welcome page www.ssa.gov/bso/bsowelcome.htm
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Step 2: Select the Login link on the BSO Welcome Page.

.» Login

If you have already registered, login to use BSO
services and to maintain your BSO account.



http://www.ssa.gov/bso/bsowelcome.htm

Step 3: After reading and agreeing to the Business Services Online Attestation page, select the
‘I Accept’ button.
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Step 4: Type your Personal Identification Number (PIN) and password to access Business
Services Online Home page.

(Note: You can only access this service with a PIN and password. You must also be an
approved participant in this Proof of Concept program.)

Skip to Central Content

‘= Sodal SecurityOnline
ii- Business Services Online

Social Security's Business Services Online {BSO)

Central Content

Business Services Onlineg (BES0) Login

Type your registration PIN and password, then select submit.

If you have not received your password, follow this link for more instructions,

Personal Identification Number (PIN):

Password:
Submit | Cancel |

Step 5: From the Business Services Online home page, select the ‘Complete Form 1623 Online’
link.

Skip to Central Content
- . Social Security Online
: Business Services Online

Social Security’'s Business Services Online (BSO)|

BSO Home| BSO Information Links| Contact SSa| Keyboard Mavigation| Logout

Central Content
WWelcome to the Business Services Online, RAZIK AWDISH

Representative Payee Service:

P Complete Form I623 Online

This service allows participating organizational payees the ability to complete the annual accounting form
(55A-623) online

Registration Services:

P Change your Password




Step 6: The Select Beneficiary page will display. Select a beneficiary from the list of recipients.

s, Social SecurityOnline :
. Business Services Online

Social Security’s Business Services Online (BS0)

BSO Hame| BSO Information Links | Contact 554 | Keyboard Navigation | Logaut

Select Beneficiary
Representative Payee Reports are due from KEY SERVICE SYSTEMS INC for the following
beneficiaries. To enter a repor, please choose the appropriate Select button from the list

below:.
Social Security Beneficiary Period Ending
Name Humber 1D Code Date
BARNES, FRANCIS G 191-24-7730 cl na/zo02 Select
CIERI, MICHAEL 200020013 e 082002 Salect
EVERLY, JACK 182-20-3381 (] 08/2002 Select
HOPWOOD, JOHN F 159-18-6457 c1 08/2002 Select
JORDAN, ROBERT 199-16-0049 c 08/2002 Select
CORFE, LOUIS W 166-05-4296 1 08/2002 Selert
SHEEHAN, JEMES N 034201276 | 082002 Select
STRANIX, JAMES R 200-18-7786 &1 08/2002 Select
STUMPO, CHRISTOPHE A 177-20-5616 (=] 08/2002 Salect

Have & question? Call 1.800-772.6270 1o speak wilth Employer Customer Senice personnel
For TDDATY call 1-B00-325-0778.

BSO Home| BSO Information Links| Contact 554 Keyboard Mavigation | Logout

Step 7: The Use of Benefits page will display. Complete the form. This form contains the
information found on the paper Form SSA 623:
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Step 8: Select the ‘Continue’ button to continue to the next page or select the ‘Prior Page’ button
to return to the Select Beneficiaries page.

If the response is ‘Yes’ that the beneficiary did not live alone, or with the same person, or the
same institution
OR



If the response is “Yes’ that the representative payee did not decide how the money was to be
spent or saved

OR

If the response is ‘0’ that no money was saved,
THEN

the Type of Account/Title of Account web page will not be displayed and the Summary web
page will be displayed with the responses to the questions answered on the previous web page.

. Sodal Security Online

- Business Services Online

Social Security’s Business Services Online (BS0,

BSC Horme | BSC Information Links | Contack S5A | Keyboard Mavigation | Logout

NORTH, JAMES - SSN:222-22-2222 - HC1

Remarks

You indicated that JATMES NORTH did not continue to live alone, or with the same person, or in the same

institution, for the entire period from 09/07/2002 to 09/07/2002. Please explain below and provide the current
address for JAMES NORTH.

=
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Continue I Prior Page I

Have a guestion? Call 1-800-772-6270 to speak with Employer Customer Service personnel.
For TDD/TTY call 1-800-325-0778.

BSO Hormme | BSOS Information Links | Contack SSA | Keyboard Mavigation | Logout

Step 9: If the response indicated that money was saved then the Type of Account/Title of

Account Page will display. Enter the appropriate information for the two accounting
questions.

Sklp to Central Content
s Social.SecuxitvOn]jnc . .
i Business Services Online

Social Security's Business Services Onfine (8BS0,

BSOS Home | BSO Information Links| Contact SSA | Keybosrd Mavigstion | Logaut

Central Content

TALYOR, BARRY - SSN: 006-07-0100 - HC1A1
Type of Account

In what type of account did you save the benefits for BARRY TALYOR?
If your method of saving the benefits is not specifically listed, choose Other and enter how the benefits
are being saved (e.g., cash, Treasury Bills, mutual funds, etc.).

I~ Savings/Checking Account

T us Savings Bonds

I Certificates of Deposit

I Collective Savings/Checking Account
- Other'l

Title of Account

What is the title of the account that contains BARRY TALYOR's savings?
Choose Other if the account title is different from those listed and provide the exact title. If funds are held
in cash, choose Other and enter Mone

[~ BARRY TALYOR by CANT REMEMBER IT SORRY MO MAME FOR YO
I caMNT REMEMBER IT SORRY MNO MAME FOR YO for BARRY TALYOR
. Other'l

Continue I Friar FPage I

Have a gquestion? Call 1800FF26270 to speak with Employer Customer Service personnel.
For TDD/TTY call 1-800-3250778.

BSO Home | BSO Information Links | Contact S5A | Keyboard Mavigation | Logout

Step 10: Select the ‘Continue’ button to advance to the Summary page or the ‘Prior Page’
button to return to the Use of Benefits web page.

Step 11: .The Summary Page will display. You can only view the information on this page.



Sklp to Central Content
Social SecurityOnline )
Business Services Online

| Social Security’s Business Services Online(8S0) 18

BESC Home | BSS Information Links | Sontact S84 | Keyboard Mavigation | Logout

Central Content

TALYOR, BARRY - SSN: 006-07-0100 - HC1A1

Summary
Between 090722002 and 09/07/2002 benefits paid to you, the payee =% 9935993
Benefits you, the payee, reported as saved on last year's report =§ 300,000
Total accountable amount =§ 222222
Summary

You are about to send the following information to the Social Security Administration for the
report period 09/07/2002 and 09/07/2002.

Did BARRY TALYOR continue to live alone, with the same person, or at the same

institution during this period? e

Did you, the payee, decide how the money was spent or saved? Yes

Did you, the payee, charge BARRY TALYOR a fee as payment for your services? ;T?eje;uu
Amount spent for BARRY TALYOR's food and housing: % 100
Amount spent for BARRY TALYOR's clothing, education, medical/dental expenses, % 100
recreation, personal items:

Amount saved for BARRY TALYOR, including interest: $ 100

Type of account: Sawings/Checking A
Title of account:  BARRY TALYOR by CANT REMEMEER IT SORRY NO NAME FOR YOU

Remarks: None.

To change the information you entered, choose Edit

If this information is correct, choose Confirm and Sign to send the report to the Social Security
Adrninistration. You will no longer be able to edit the infarmation once it is sent. By choosing Confirm
and Sign, you certify that the information you have given aon this form is true and the Personal
Identification Mumber (FIM) you entered at login will serve as your electronic signature. A person who
conceals or fails to tell 3SA about events asked about an this form with the intent to fraudulently receive
benefits may be fined, imprisoned or bath

Confirm and Sign |

Have a gquestion? Call 1800 F72 6270 to speak with Employer Customer Service personnel.
For TDDVTTY call 1-800-3250778.

BESC Home | BSO Information Links | Contact S84 | Keyboard Mavigation | Logout

Step 12: Select the ‘Confirm and Sign’ button to submit the form or the ‘Edit’ button to return
to the Use of Benefits page.

Step 13: The Confirmation page will display.



Social SecurityOnline X
Business Services Online

siness Services Online (BSO,

BSO Home | BSO Information Links | Contact SSA| Keyboard Navigation | Logout
NORTH . JAMES - SSM: 222222222 - HC1

Confirmation

You gent the following information on 100902 to the Social Security Administration for the period 0907/
2002 to 09v07/ 2002

Cid JAMES NORTH continue to Ive alone, with the same person, or at the same institution duning this
period? No

Did you, the payee, decide how the money was spent or saved? No

Did you, the payee, charge JAMES NORTH a fee as payment for your senaces? Yes- § 750 collected
lAmount spent for JAMES NORTH 's food and housing § 1,200

(Amount spent for JAMES NORTH 's clothing, ed . medical/dental 5 . personal
items § 4,500

tamount saved for JAMES NORTH | including interest § 1,250

Type of account. U135, Savings Bonds
Title of account: JAMES NORTH by HNTE CORPORATION
Remarks: test remarks

W suggest you Print or Save this page for your records

Enter Another Report

Have a quastion? Call 1.-800-772-6270 fo spesk with Employer Customer Service personnel
For TODITTY call 1-800-325-0778

BSO Home | BSO Information Links | Contact 5SA| Keyboard Navigation| Logout

Step 14: Select the ‘Enter Another Report’ button to enter information for another
beneficiary or Select ‘Logout’ to exit.
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